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APPENDIX B

SAMPLES FORMS (and Instructions)

                                                 
DA Form 2401 Organizational Control Record for Equipment
DD Form 314 Preventive Maintenance Schedule and  Record
ENG Form 3662 Administrative Vehicle Operational Record
DA Form 2408-9 Equipment Control Record
DA Form 2409 Equipment Maintenance Log: Consolidated
DA Form 2404 Equipment Inspection/Maintenance Worksheet
DD Form 2026 Oil analysis Request
DA Form 3254-R Oil Analysis Recommendation and  Feedback 
DA Form 2408-20 Oil Analysis Log
DA Form 5823 Equipment Identification Card
DA Form 2407 Maintenance Request
SF 91 Motor Vehicle Accident Report 
DD Form 518 Accident Identification Card
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Instructions for completing DA Form 2401, Organizational Control Record for Equipment

(Completion instruction are listed by block or column number or title (See sample, Figure B-1).

Date and Page No.  Self explanatory.

Dispatcher. Signature of the dispatcher.

(a)  Official User.  Print the name of the person or activity authorized to use the equipment.

(b)  Reporting Point.  Enter equipment location at the beginning of the usage cycle.

(c )  Phone Ext. Number.  Enter a phone number for a supervisor at the using activity.

(d), (e) and (f).  Self explanatory.

(g)  Unit Identification Number.   Enter vehicle administrative number or license plate number.

(h)  Type of Equipment.  Enter type or model of equipment.

(I)   Registration Number.  Enter bar code number of the equipment.

(j)   Operator's Name and Grade, .  Self explanatory.

(k) and (l).  Self explanatory.

(m)  Remarks:  Enter remarks, such as an extended usage cycle, date equipment returned or
towed equipment with a prime mover.
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Instructions for Completing DD Form 314, Preventive Maintenance Schedule and Record.

Instruction are listed by block or column number or title (sample shown in Figure B-2).

Enter the current year’s last 2 digits in the shaded box at the upper or lower left of the card.

REGISTRATION NU MBER:  Enter the bar code number and serial number by drawing a
horizontal line across the box to separate the numbers.

ADMINISTRATION NU MBER:  Enter the license tag or locally assigned administrative 
number.

NOMENCLATURE:   Enter the appropriate nomenclature of the equipment or vehicle.

MODEL:  Enter the model or type.

ASSIGNED TO:  Enter the activity name.

REMARKS:
  
      (a)  In pencil, annotate any maintenance information that will be needed in the future or on the
replacement form for the next year.  This information may include service symbols, dates for
current and next year, and warranty information.

      (b)  Antifreeze entries for equipment under warranty or using commercial or arctic antifreeze.

      (c ) Record cooling systems antifreeze protection level in degrees.  (TB 750-651)  
        
DATE BLOCKS:  Indicate services scheduled in pencil entries and services completed with ink. 

DATE RECEIVED and RECEIVED FRO M:  Leave blank or use as needed locally.

DISPOSITI ON:  Leave blank or use as needed for local information.
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 Instructions for completing ENG Form 3662, Administrative Vehicle Operational Record

(Completion instruction are listed by block or column number or title (sample shown in Figure
B-3)

(1)  REPORT PERIOD.  Enter the date the form is initiated. After the form is complete, enter
the date to the right of the start date.  (Example: 15 Feb. 95 --- 15 Mar. 95)

(2)  NOMENCLATURE.   Enter the equipment end item nomenclature/type and model.

(3)  VEHICLE REPORTING.  Leave blank [also leave (3b) blank “Group”]. 

(3a)  CODE.  Enter the appropriate end item code.

(4)  TAG/REGISTRATION NO.   Enter the registration or administrative and Bar Code
number.

(5)  ACTIVITY.  Self explanatory. 

(6)  START MILEAGE.   Self explanatory ( use hour meter readings when appropriate).

(7)  RENTAL RATE.   Used for PRIP equipment only.

(8)  SIGNATURE OF DISPATCHER.   

(a)  DATE.   Enter the date of vehicle/equipment use.  A separate line (columns a thru I) is to be
completed daily on extended dispatches.

(b)  NAME OF DRIVER.   Enter the full name of the equipment operator.

(c), (d), (e) and (f).  Self explanatory (beginning and return times and mileage or hours).

(g) and (h).  Self explanatory ( total miles traveled or hours used.

(I)  LOAD WT/NO. OF PASS.  Not used, unless required locally or the item is a motor vehicle.

(j)   PROJECT NUMBER.  Enter the appropriate cost code as required.

(k) and (l).  Self explanatory (enter gallons of fuel or quarts of oil added). 
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Instructions to complete DA Form 2408-9,  Equipment Control Record (Overhaul Report)

(Completion instruction listed by block or column number or title (sample shown in Figure B-4)

Control Number Block.  Will contain a six character control number.

(1) Organization.  Enter the name of the activity performing the overhaul.

(2) Location.  Enter the location and zip code or APO of the activity in block 1.

(3) Unit Identification Code.  You will enter the UIC of the activity in block 1.  Will not be
blank.  Do not use the 6 position DODAAC.
 
(4) Utilization Code.  Leave blank.

(5) Vehicle Use Code.  Enter USACE.

(6) Nomenclature.  Enter the equipment name (noun).

(7) Model.  Enter the model of the equipment.

(8) National Stock Number.  Will contain the NSN of the item, if applicable, as a minimum enter
the Federal Stock Class (FSC).

(9) Serial Number.  Enter the complete serial number, listing all characters, to include any
preprinted suffix and (or ) prefix.  The Overhaul Report control number should be entered when
the item does not have a serial number.  For watercraft , enter the hull number.

(10) Registration Number.  Enter the assigned registration number .  For watercraft , if no
registration number has been assigned, enter the hull number.

(11) Year of Manufacture.  This field has 4 alpha/numeric characters.  The first character is the
number of times the equipment has undergone overhaul (1=first time, 2= second, etc.).  The next
character is the letter “H”, and will be used to designate overhaul actions.  The last places will
reflect the year the action is performed.  An item first overhauled in 1990  would be shown as  
“1H90”  and the same item overhauled in 1997, would be shown as “2H97” .

(12) through (16).  Leave blank.
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Instructions for completing DA Form 2408-9, Overhaul Report, (continued).

(17) Report Code.  Enter the letter “V” on line (f) .  This is used to show that the item was
overhauled at an Army or contractor’s facility.

(18) Usage.  Enter the cumulative mileage or hour meter reading taken just prior to this overhaul
action.  Insert an “M” in front of the numerals to indicate miles operated, or “K” for kilometers. 
If the mileage or hour meter is not reset to “zero” during this overhaul, be sure to record current
mileage or hours in block 21 on the equipment log book copy of DA Form 2408-9.

(19) and (20).  Leave blank.

(21) Remarks.  When equipment is overhauled at an Army facility, they will annotate the
Permanent Log Book copy: “Overhauled (month and year)” followed by the name of the facility. 
If this equipment has a DA Form 2408-8, this data will be in block “17" of that form.

(22) Inspector’s Signature.  Leave blank.

(23) Julian Date.  Enter the Julian for the report’s preparation date.

B-10





EP 750-1-1
30 Nov 97
 

Instructions for completing DA Form 2409,  Equipment Maintenance Log, Consolidated. 

(Completion instructions are listed by block or column number or title (See  Figure B-5).

Section A - General.  (1)  Stock Number.   Enter finance and accounting Expense Work Code.  

(2)  Model Number.   Enter the model number of the item.  Enter “NONE” in this field if the
equipment has no model number.  Enter the hull design number for watercraft.

(3)  Serial Number.   Enter the serial number of the item or  hull design number for
watercraft.

(4)  Location.  Enter the actual equipment location, in pencil.

(5)  Frequency of Maintenance Inspection.  Enter the type or frequency (interval) of the
maintenance inspection (weekly, monthly, semiannual, etc.).

(6)  Nomenclature.  Enter the equipment name (noun).  Also enter “(N)” for new or “(U)” for
used, as needed to reflect the status of the equipment when it was first obtained.

(7)  Expected Useful Life.  Enter if known. This information is found in some equipment pubs. 
If expected life is not known, put “UNK” in this block.

(8) Expected Date of Retirement.  Enter the calendar date the item is expected to be taken out
of service.  To estimate this date, add the life expectancy in block 7 to the date in block 11 ( “date
put in service”).  Enter “UNK” when this data cannot be determined.

(9) Technical References.  Enter the number for each technical publication that governs the item. 
Also enter  “the equipment bar code number”.

(10) Manufacturer.  Enter the item’s manufacturer or “UNK”, if this data is not known.

(11) Date Put in Service.   Enter the calendar date the item was accepted into inventory.  If
unknown, estimate and insert the prefix “EST” before the entry.

(12) Unit Cost.  Enter the current cost of replacing the item.

Section B - Maintenance Inspection Record
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Instructions for completing DA Form 2409,  Equipment Maintenance Log, Consolidated
(continued). 

(a)  Date.  Enter the day, month, and the year of the completed maintenance action (scheduled
maintenance inspection, load test, service or etc.).

(b) Initials.  Enter the initials of the person completing the maintenance action.

(c )  Remarks.  (See narrative on recording maintenance costs in paragraph 9-4).

Section C -  Repair and Cost Record

(a)  Date.  Enter the calendar date the repair work was finished.  Also enter the completion date
for safety recall work.

(b)  Work Order Number.  Enter the maintenance request or work order number if one was
used.  Also enter the safety recall number when appropriate.

(c )  Nature of Repair.  Briefly describe the repair work or safety recall action.   

(d)  Man-Hours.  Sum all man-hours used to complete the maintenance action, round the total to
the nearest tenth hour, and enter in this block.

(e) Remarks (Costs).  Fill in columns e, f, and g with appropriate entries for parts, labor and
total.  Do not include costs for common hardware, items from cannibalization points, and etc., in
the column e entry for parts.  
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Instructions for completing DA Form 2404, Equipment Inspection/Maintenance Worksheet
used for operator PMCS/EMCS

(Completion instruction are listed by block or column number or title (See examples  in Figure
B-6 and Figure B-7).

(1)  ORGANIZATION.   Enter the name of the equipment owning activity.

(2)  NOMENCLATURE/MODEL.  Self explanatory. 

(3) REGISTRATION/SERIAL.     Enter the serial, registration, or assigned bar code number of
the equipment.  For watercraft enter the hull number.  The locally assigned administrative
number of the equipment or license tag number may be entered on the top right  of form as
shown in Figure B-7.  The appropriate funding account code may be entered on the top left as
also shown.  If the form is completed for more than one item, leave blank.

(4)  MILES and HOURS.  When a deficiency or a shortcoming is found enter the miles or
kilometers on the equipment’s odometer at the end of the day’s dispatch or operation.  Round to
the nearest mile or kilometer and enter the letter “K” before if the reading is in kilometers.  Leave 
blank if the item does not have an odometer or if no faults are found.  Also leave Rounds Fired
and Hot Starts blank.

(5) and (6).   Self explanatory (enter  “PMCS, EMCS, Annual, ECOD, etc.”, as appropriate).

(7) TM NUMBER AND TM DATE.   Self explanatory ( space is provided in case more than
one TM governs an item. 

(8)  SIGNATURE.   When a deficiency or shortcoming is found, the operator or supervisor signs
and enters their rank.  A signature in this block keeps the form from being used past current
dispatch.  Leave the “Time” entry blank unless a use is specified locally.    

(9)  SIGNATURE.  The maintenance supervisor or the commander’s designated representative
will sign this field when corrective action is taken.  Again, leave the “Time” entry blank unless a
local use is specified.

(10) through (10e).  Self explanatory except as noted.  Leave Man hours Required blank unless
a local use is designated.  The same form may be used for more than one day.  If no faults are
found during PMCS before operations checks, enter the date in column “c”.
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Instructions for completing DA Form 2404, Equipment Inspection and Maintenance
Worksheet used for operator PMCS/EMCS (continued)

If faults are found during or after operation, initial in column “e”.  When faults are not found, the
same form can be used several days, even if it is also used for concurrent PMCS inspections, i.e.,
W/M  (weekly/monthly).  Just place the first letter of the type of PMCS performed (“W” or “M ”)
in the column d, beside that day’s date in column “c”.

COLUMN a.  TM Item No.  Enter the PMCS item number for the fault listed in column c.  If
the PMCS has no item number, list the TM page, paragraph, or sequence number.  Circle the
number if the fault is listed in the “Equipment is not ready/available if” column or “Not
Mission Capable if”column of  the publication.  If the PMCS has no ready /available or not
mission capable column, circle the TM item number, page, or paragraph number of any fault that
makes the equipment NMC.  TM or other publication sections other than PMCS may be required
for safety faults or local dispatching.  For example, AR 385-55 lists safety checks that may not be
in the PMCS.  These faults will not count as NMC unless they are in the PMCS “not ready” or
“not mission capable” column.  You will  list them, however, whenever you find a problem with
one of them.  For those faults not covered by the PMCS, leave this column blank.

 
COLUMN b.  STATUS.  Faults and deficiency status symbols are preprinted on the form.

COLUMN c.   DEFICIENCIES.  Do not enter faults on DA Form 2404 that can be repaired
right away.  Fix them and then continue the PMCS to see if others exist.  If so, briefly describe
here skipping one or two lines between faults.  The blank space gives the maintenance activity
room to note actions they take.  When more than one TM covers the equipment, draw a line
under the last entry for one TM.  Under the line, write the TM number of the manual you will use
next.  Complete the PMCS, list uncorrected faults and submit the form maintenance supervisor. 
When using one form for several equipment items, enter the serial or administrative number of the
item with the fault and enter the fault on the following line.  Whenever faults not covered by the
PMCS are listed, add this data (i.e., SOP or AR 385-55).

COLUMNS (d) and (e).  CORRECTIVE ACTION and INITIALS.  Explain corrective
actions taken. Mechanics enter their initials in column “d” of the last line for each corrected fault. 
The maintenance supervisor will review corrected faults and decide what action is needed to clear
remaining faults.  A quality control inspector or his (her) designee will check all corrected status
symbol “X” faults.  The inspector then initials the status symbol.

Note:  Form 2404 has a second page (see Figure B-9).  It may be used as a continuation of page
one and consists only of columns a through e.
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Instructions for completing DA Form 2404, Equipment Inspection/ Maintenance
Worksheet, performing scheduled services (Quarterly, Semi Annual and  Annual).

(Completion instruction are listed by block or column number or title (See sample, Figure B-8).

(1) through (5).  These fields are completed in the same manner as stated above in the
instructions for completing the DA Form 2404 for PMCS/EMCS.

(6) TYPE INSPECTION.   Self explanatory (enter  “type of service or inspection to be done,
such as lubrication, monthly, quarterly, semiannual, annual, etc.).  When doing more than one
inspection or service at the same time, put the service symbol in block 6 (L/S, etc.).

(7) through  (10c).  These fields are completed in the same manner as stated above in the
instructions for completing the DA Form 2404 for PMCS/EMCS.

(10d).  CORRECTIVE ACTION.   Explain corrective action taken.  For equipment needing a
DA Form 2409, note repair work done and parts replaced.  Put that information on the DA Form
2409.  Print “DA Form 2409" in column d for those items.  If parts are needed, the part’s clerk
will order them and enter the document numbers.
Faults that need support maintenance will go on a DA Form 2407.  Print “DA Form 2407 (SPT)
in column d.
The commander’s designated representative will decide what maintenance can be delayed.  Faults
that do not affect the operation of the equipment and the operator’s safety can be deferred when
support is backed up and cannot get to the equipment right away, the needed repair part is not on
hand, or other reasons at the commander’s discretion.
Faults that the commander’s designated representative decides to defer go on the DA Form
2408-14.  Print “DA Form 2408-14" in column d for those items.

COLUMN e.  INITIAL WHEN CORRECTED.  

  a.  The person taking the action of transferring the information initials other entries.
  b.  The initials will go on the last line of the entry.
  c.  For quality control, the inspector or commander’s designated representative will check all
corrected status symbol “X”  faults to ensure proper repairs have been completed.  If properly
repaired, the inspector or the commander’s designated representative will i nitial status symbol.
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Instructions for completing DA Form 2404, Equipment Inspection/ Maintenance
Worksheet performing scheduled services, (ECOD).

(Completion instruction are listed by block or column number or title (See example, Figure B-9).

(1) through (5).  These fields are completed in the same manner as stated above in the
instructions for completing the DA Form 2404 for PMCS/EMCS.

(6) TYPE INSPECTION.   Self explanatory (enter  “ECOD”).

(7) through  (9b).  These fields are completed in the same manner as stated above in the
instructions for completing the DA Form 2404 for PMCS/EMCS.

(10) MAN-HOURS.  Leave blank or use as needed locally.

Note: In columns a, b, c, d, and e, enter required information as instructed in the following
steps.  If additional space is required, use an additional DA Form 2404.

Enter “Step  1” and print “Technical Inspection” (See Figure B-9).

Column a.  TM Item Number.  Enter the fault number.

Column b.  Status.  Enter the status symbol that applies to the fault.

Column c.  Deficiencies and shortcomings.  Enter each fault detected during the technical
inspection that requires repair or replacement to restore equipment serviceability.

Column d.  Corrective Action.  Enter the maintenance action (repair or replace) required to
correct the fault entered in column c.

Column e.  Initial When Corrected.  Entered the man-hours required to correct the fault
identified in column c.

Enter Step “2.”  Print “Date of Manufacture”: followed by the manufacture date shown on the
equipment data plate or the date entered in block 11 of the item’s DA Form 2408-9. 

Enter Step “3.”  Print “Time Since New”: followed by the cumulative miles, kilometers or hours
on the equipment.
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Instructions for completing DA Form 2404, Equipment Inspection/ Maintenance
Worksheet performing scheduled services, (ECOD) Continued.

Enter Step “4.”  If an outstanding modification work order has not been applied to the
equipment, print “Outstanding Modification Work Orders.”  List all applicable modifications that
have not been accomplished.  Next to each modification, enter the man-hours to apply the MWO.

Enter step “5.”  Print “Total Man-hours to Repair” followed by the estimated man-hours
required to restore the equipment serviceability.

Enter step “6.”  Print “Total Man-hour Cost.” In column d, enter total hours required to do the
repair multiplied by the current local labor rate.  In column e, enter total dollar cost.

Enter Step “7."   Enter “Maintenance Expenditure Limits” followed by the applicable Technical
Bulletin (TB).

Enter Step “8.”  Print “Repair Cost Factor” followed by the percentage and dollar factors, if
cited in the TB listed in step 7.

Enter Step “9.”  Print “Required Replacement Parts” followed by a listing of the parts (NSN,
noun, quantity ., and cost) required to replace/repair the item.

Enter Step “10.”  Print “Total Cost of Replacement Parts” followed in column e by the total cost
of required replacement parts (total from step 9).

Enter step “11.”  Print “Total Cost of Repairs” followed by the total of Step 6 and Step 10
entries.  Enter total column e. 
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Instructions for completing DD Form 2026 Oil Analysis Request.

(Completion instruction are listed by block or column number or title (See example in Figure
B-10).

(1)  To Oil Analysis Lab:   Enter the name of your supporting laboratory.

(2)  From Major Command: Operating activity.  Enter your major USACE Command,
operating activity designation, address, UIC, and telephone number.

(3)  Equipment Model/Approved Parts List (APL): Enter nomenclature and model number of
the component, for example, Engine, D339TA, and Hydraulic System.

(4)  Equipment Serial No: Enter the serial number of the engine or of components the oil is
from.  On watercraft and in other cases where power is supplied by more than one engine, the
suffix may become a very important portion of the serial number.  For example, the suffix may be
used to distinguish between “left side mounted” and “right side mounted”in otherwise identical
engines, where this distinction is important.  If, in the above example, two engines were used to
power a piece of equipment, D339TA-XX could be a left engine and D339TA-YY could be a
right engine, or vice versa (many character and digit variations for suffixes exist).

(5)  End Item Model/Hull No:  Self explanatory.

(6)  End Item Serial No./EIC:  Enter End Item Serial Number.      

(7)  Date Sample Taken:  Self explanatory.

(8)  Local Time Sample Taken:  Leave blank.

(9)  Hours/Miles Since Overhaul: Enter cumulative number of hours/miles on the component
since new or last overhauled.

(10)  Hours/Miles Since Oil Change: Enter the number of hours/miles since last oil change on
the component.  If neither the component nor the end item has an odometer or hour meter, enter
the total estimated hours.

(11)  Reason for the Sample: Check the block that is applicable.  When the reason is other,
explain under remarks, for example, initial sample, loss of engine power, and excessive smoke.
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(12)  Oil Added Since Last Sample: Self explanatory.
Instructions for completing DD Form 2026 Oil Analysis Request, (continued).

(13)  Action Taken:  Leave Blank.

(14)  Discrepant Item: Leave Blank.

(15)  How Malfunctioned:  Leave Blank.

(16)  How Found:  Leave Blank.

(17)  How Taken:  Self explanatory.

(18)  Sample Temperature:  Self explanatory.

(19)  Type Oil:  Self explanatory.

(20)  Remarks:  The individual who took the sample will print his or her name and sign.  In
addition, record the following equipment usage data in the lower right corner of the remarks
block.

a.  The odometer reading of the end item in which the component is installed.  (Indicate whether
the odometer reading represents miles (MI) or kilometers (KM).  Do not convert the readings
from miles to kilometers, or vice versa.)

b.  The end item hour meter reading, if the end item does not have an odometer, i.e., HRS= 50.

c.  If the end item has both an odometer and hour meter, only record the odometer reading.

d.  Make sure total equipment usage is shown, i.e., the current meter reading plus usage from a
replaced meter (s).  The remarks block on DD Form 314 will indicate if the equipment had a
meter replaced and the amount of usage recorded by the old meter.

Note:  If the component is not installed in an end item, enter “uninstalled.”  Entries are NOT
REQUIRED  for end items not having an odometer or hour meter. 
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Instructions for completing DA Form 3254-R, Oil Analysis Recommendation and 
Feedback

(Completion instruction are listed by block or column number or title (See sample, Figure B-11). 

(1)   Through (11).   These blocks will be completed by the laboratory.

(12).   N/A

(13).  Leave Blank.

(14).  Feedback:  Explain any diagnostics performed, discrepancies found, and actions taken to
return the component to a serviceable condition.

(15).  Form:  Enter signature of the Maintenance Coordinator preparing the report.

(16).  Date: Enter the calendar date (DDMMYY) the report was completed.

(17).  To:  Leave Blank.
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Instructions for completing DA Form 2408-20, Oil Analysis Log.

(Completion instruction are listed by block or column number or title (See sample, Figure B-12). 

(1)  End Item.

(a)  Nomenclature:  Enter the noun of the end item.
      
(b)  Make or Type:  Enter the end item model number or type.

(c )  Serial Number:  Enter the end item serial number.  Do not use the registration number.

(2)  Sample Frequency:  Enter the number of hours and the number of days of operation, after
which, each subsequent sample should be scheduled and taken.

(3)  Component.

(a)  Nomenclature and Type:  Enter the component noun and type, for example, engine 6V53 or
transmission CD 850.

(b)  Serial Number:  Enter the component serial number.

(c )  Time Since New or Overhaul:  Enter the number of hours that was on the component when it
was installed.  Underline the word New if the component was new;  the word OVERHAUL  if it
has been overhaul.  This number will be carried forward to future DA Forms 2408-20 until the
component is replaced or rebuilt.

(4)  Date.  Enter the calendar date the sample was taken.

(5)  Hours.

(a)  End Item:  Enter total hours for the end item.  Make sure you add any hours from replaced 
meters.  See Chapter 4, DA Pam 738-750 for help in converting miles to hours for those end
items that have no hour meter, but do have an odometer.  If the end item does not have an hour
meter or odometer, enter the estimated hours.
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Instructions for completing DA Form 2408-20, Oil Analysis Log, (Continued).

(b)  Component:  Enter the total hours on the component.  If the component does not have an
hour meter, use the end item hour meter/odometer to determine this figure.  Be careful to
add any hours from replaced meters.  See Chapter 4, DA Pam 738-750 in converting miles of
operation to hours of operation .  If neither the component nor the end item has an odometer or
hour meter, enter the total estimated hours.

     (c )  Last Oil Change:  Enter the hours since the last oil change.  If the equipment does not
have an hour meter, estimate the hours.

(6)  Reason for Sample.  Enter the word "ROUTINE" for routine samples.  Enter the word
"SPECIAL" for lab-directed samples.

(7)  Results:  Enter the results of the lab analysis:  Normal, maintenance recommended by the lab,
component removed, send in another sample, etc.  If you need more room, use the Remarks
Block.

Figure B-12 Oil Analysis Log (DA Form 2408-20)
Figure B-12 Oil Analysis Log (DA Form 2408-20)
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Instructions for completing DA Form 5823, Equipment Identification Card (EIC)

(Completion instruction are listed by block or column number or title (See example in Figure
B-13). 

a.  The EIC ties a particular equipment record folder to an item of equipment.

b.  The EIC is located on the outside of each equipment record folder.  The information on the
card is used to identify the equipment covered and keep track of services due.

c.  As a minimum the EIC will contain the following information.

     (1)  Name of the Maintenance Coordinator.

     (2)  Bar code number.

     (3)  Administrative number (I.D.), locally assigned or license tag number if assigned.

     (4)  Make and model. 

     (5)  Serial number.

     (6)  Next scheduled service and lube date and corresponding hours/miles due (pencil entry).

     (7)  Enter the date and hours the next OAP/AOAP Sample is due (pencil entry).

d.  The EIC information must be kept current and updated after each service.
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Instructions for completing DA Form 2407, Maintenance Request

(Completion instruction are listed by block or column number or title (See example in Figure
B-14). 

(1a) UIC Customer.  Enter the UIC of the customer that owns the equipment.

(1b) Customer Unit Name.  Enter the name of the activity identified by the UIC in (1a).

(1c) Phone Number.  Enter the phone number of the activity identified by the UIC in (1a).

(2a) SAMS-2 UIC/SAMS-1 TDA and (2c) MCSR Item.  Leave blank.

(2b) Utilization Code.  Enter “USACE).

Section II - Maintenance Activity Data.  To be completed by support maintenance activity.

Section III - Equipment Data.  

(5) Type MNT REQ Code.  Enter “1".

(6) ID.  Enter an identification (ID) code to show what type number will be entered in block 7.
“A”  refers to the National Stock Number, “C”   refers to the Manufacturer’s Code and Reference
Number, “D” refers to the Management Control Number (MCN), and “P”  is for all other types. 

(7) NSN.  Enter the National Stock Number or other number as shown in (6) above, as
appropriate.

(8) Model Number.  Self explanatory.

(9) Noun.  Self explanatory.

(10a) ORGWON/DOC NO.  Enter the organization’s work order number or document number.

(10b) EIC.  Enter the end item code or leave blank when unknown.

(11) Serial Number.  Enter the serial number of the item in block 9.  Use the registration number
for non tactical, wheeled vehicles.  Leave entry blank if the item has more than one serial
number.
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Instructions for completing DA Form 2407, Maintenance Request, (continued)

(12) Quantity.  Self explanatory.

(13) PD.  Enter the priority designator.

(14) Malfunction Description.  This entry for maintenance use activity.

(15a) and (15b) (Failure Detection Information).  Leave blank.

(16) Miles/Kilometers/Hours.  Enter the cumulative mileage or hour meter reading (rounded to
the nearest whole number).  Enter the number beside “K”  for kilometers, “M”  for miles, or “H”
for hours.  Leave this entry blank when the item is not equipped with these meters.

(17) Project Code.  Enter if appropriate or leave blank.

(18) Account Processing Code.  Enter if appropriate or leave blank.

(19) In Warranty ?.  Enter “Y”  or “N”  as appropriate.  If “Y”  (covered by manufacturer’s
warranty), submit one maintenance request for each serial numbered item.

(20) Admin.  Number.  Enter the assigned bumper, materiel control, or administrative number.

(21) Reimbursable Customer.  This entry for maintenance use activity.

(22) Work Performed By.  Enter a code that describes maintenance activity.  Enter “O”  for
organization level, “F”  for support level, “K”  for contract maintenance and “L”  for special
actions.

(23) Signature.  The commander or his designated representative signs in this field.  The
signature grants approval for use of PD 01 through PD 10.  Leave this entry blank for any other
PD. 

(24) Describe Deficiencies or Symptoms.  Using the information in column “c”, DA Form 2404,
briefly describe the problem (i.e.., “engine does not develop full power” or “ equipment uses two
quarts of oil daily”).  Do not ask for general or specific repairs of parts to be replaced
 (i.e.., “replace the hydraulic system” and “repair as needed” are both inappropriate).
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a.  When the request is for work on multiple items with the same NSN, list the quantity, each
serial number, and any other information that may be required to perform the repairs.

b.  Furnish the NSN for the end item when repairs involve components or assemblies with
recoverability codes A, D, F, H, or L.  Enter the NSN on the last line in item 25.  Recoverability
codes are found in the Army Master Data File (AMDF) in the column labeled “RC” .  It is also
part of  the Source, Maintenance, and Recoverability (SMR) code shown in parts manuals. 
Use DA Form 2407-1, when more space is needed to show pertinent data.

(25) Remarks.  The maintenance support activity will use this block to indicate when  “on site”
or “deferred maintenance” is appropriate.  The shop office personnel would then annotate the
following data as appropriate:  “this  work request was received on (date and signature)”, or 
“on site repair scheduled for (date and signature)”, or “the equipment owner will return
item for repair on (date and signature)”.

Section VII.  Action signatures.

(34a) Submitted By.  Enter the first initial and last name of the person submitting this form.

(34b) Date.  The original date the form was submitted to the support activity is entered by the
person that signed this form.
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